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1. 4s indicated in my discussion at the 7¢I meeting of
6 Augnst, there follows a summary of the major zreas for potene
tial accomplishment in records management activity in your
Office, I feal there i3 a great deal to be gained from this
program, My purpose at this time is to indicate the areas where
further work is needed rather than to review overall accomplish-
ment, 1 am doing this from a general knowledge of your program
but without detailed information on your operations or the acti-
vitiss of your records officer,

Records Creation: An inventory ami analysis of reports has
been completed; but measures should be taken to estahlish a cone
tinuing control and to provide for the periodic reappraisal of
reports, Hequests for forms are channeled threugh your records
officer. However, it appears that he will recuire more training,
as well as more time, to perform the review and analysis neces-
sary to develop the most economical and efficient forms, A survey
should be conducted to determine whether measures are needed to
improve the quality of correspondence and to reduce its cost,

Records Maintenance: The possibllity of installing the
Agency subject-numeric ¢ iling system on a broader scals should
te explored, Studies to improve £iling operations and records .
systems should be eonducted, and present efforts to lmprove mall
control procedures should be continued,

Records Jisposition: This phase of the program was recently
implemented by the issuance of an approved records contrel schedule.
Hore than 5,000 cubic feet of records were inventoried in your
Office, The effective management of the disposition of this wolume
of records will require a continuing and complete applieation of
your records conirol schedule, This in turn calls for establishing
and maintaining a system of reports and controls,

Vital Faterials: The review of VM schedules and the timely
deposit of materials should be continued,
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2. I fsel that the records created by vour 5taff are espe-
cially important and that their proper management re ulires eon-
timed full-time attention by your records officer,
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